Business Assistance PDF

Your guide to business license application and approval processes in Aspen

Quick Links:

The following links will take you directly to the necessary page or resource that you need to complete
the required steps online.

Determine if you need a business license

Apply for a business license

Renew a business license

Remit City sales tax

View other permits (e.g. sign, building, etc.)

Obtain food service license

Apply for a home occupation license

Apply for a vacation rental permit

OO N[O N WIN |-

Contact us

/Printable Version of Start or Manage Your Business:

The webpage, “Start or Manage Your Business” provides a step-by-step guide for all of the approvals
and things your Business needs to know. The remainder of this document is a printable version of that
guide, which can be found online at Start or Manage Your Business.
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Step 1: Complete Your Sales Tax & Business License Application:

Determine If You Need a Business License:

COMPLETE YOUR BUSINESS LICENSE
‘ APPLICATION

THE CITY OF ASFEN Determine If You Need a Business License

The City of Aspen requires that any entity doing business within the City limits, either directly or indirectly, obtain a
Combined Sales Tax and Business License. This includes businesses making retail sales and businesses that provide

services only.

A business with mere than cne establishment engaged in business in the City would also need to obtain a separate
license for each location.

You Are Considered Engaged in Business if You:

Send cne (1) or more employees, agents, or sales persens into the City limits to selicit business or to install,
assemble, repair, service or assist in the use of products or for demonstration or other reasons; (i.e., locksmith,
electrician, plumber)

Maintain one (1) or more employees, agents, or sales perscens on duty at a lecation within the City; (i.e., contractors
with employees working and on job sites located within City limits)

Chwn, lease, rent or otherwise exercise control over real or personal property within the City; (i.e., renting your home
for any length of time)

Make mere than cne (1) delivery into the City within a twelve (12) menth peried; (i.e., flonst)

Directly, indirectly or by a subsidiary, maintain a building, store, office, salesroom, warehouse or other place of
business within the City. {i.e., retail or service shop located within City limits)

Exceptions Not Requiring a Business License:

A license is NOT required of any person who makes a single delivery in the City within a year.

Alicense is NOT required for any institution or organization which is conducted, managed or carmied out for the benefit
of charitable, municipal, or public purpeses from which profit is not derived, either directly or indirectly, by any
individual, firm or corporation.

Alicense is NOT required for the conducting of any entertainment, dance, concert, exhibition or lecture on scientific,
historical, literary, religious or moral subjects, whenever the entire receipts from the same are to be appropriated to or
such projects are conducted under any church er scheol or any religicus, nenprofit or beneveolent crganization.

A license is NOT required for the conducting of any entertainment, dance, concert, exhibition or lecture whenever the
entire receipts from the same are to be appropriated to an association or organization from which profit is not derived,
either directly or indirectly, by any individual, firm er corperation.

A license is MOT required for a casual sale, which is defined as an individual, single or incidental transaction which in
itself does not constitute the carrying on of business.

City of Aspen Boundary:
If you don't know if your business would fall within City limits, please refer to our city limits map.

If you determine that you are outside of city limits, but within Pitkin County, please refer to the county's standards on
the Aspen/Pitkin County Doing Business page.

Frequently Asked Questions:

The following form can help answer any other questions you may have

Business License FAQ




Complete the Application and Submit with Payment:

COMPLETE YOUR BUSINESS LICENSE
@  APPLICATION

Tue Crryor Aseen - Complete Application and Submit with Payment

Apply for Your Business License:

If you have determined that you need a business license, you can find both the online and paper versions of the

application here.
« Business License Applications

Computation of the annual business license is based on the estimated monthly average full time employees of your
business. The fee is for each calendar year (January 1 through December 31).

Current rates are:

0-5 Emiployees 2150
6-153 Employees 3200
16-4% Employees 2400

50 or more employees | S750

Liguor license holders 20

Mot for profi*™ 20

Temporary Business Licenses:

If you intend to host a special event that will enly last 1 or 2 days, you need to apply for a Temporary Business License.

Temporary License Fees:

» 1 Day License = $15.00
» 2 Day License = $25.00
» Mot-for-Profit organizations = Mo Charge



Step 2: Get Approval of Your Application

Processing Your Application:

GET APPROVAL OF YOUR APPLICATION
‘ Processing Your Application

Tae City OF ASPEN

Submit your application:
You can submit an application beth in person and enline en cur Business License application page.

Review of your business license application:

After the City receives your application, staff approval is required before your business license will be issued. Staff will be
checking to see if;

« The application is complete (Finance staff)

« The appropriate business occupation tax has been included with the application (Finance staff)

» The business needs a sign permit (Zoning staff)

» The business meets city zoning requirements (Zoning staff)

» The business needs a building permit or other construction-related permit (Building staff)

» The business needs a restaurant license (Environmental Health staff)

During this time period, city staff may contact you to gather more information about your business. This review time can
be a short as one or two business days if your application is complete and you do not have additional city requirements to
meet. All departments involved in the review of your application must sign-off for the license to be issued.

Other Requirements to Open Your Business:
« Check Step 3 in our approval steps to see if it appears you are compliant with the zoning code, and to gauge whether
there are additional approvals you need in crder to be able to open your business.
» Checking this information before you submit your application will help you know what to expect and help you quickly
identify and address all the requirements your business will need to meet.

Additional Infermation:

Online:

« Zening information is on cur Get Approval to Develop page
« Building information is on our Build or Remodel page
« Restaurant license information is on cur Obtain Foed Service License page.

Via phone:
+ Contact the Planner of the Day at (570) 429-2764 regarding zoning questions
« Contact the Permit Coordinators at (370) 920-5090 for building questions
» Envircnmental Health staff at (370) 920-5075 regarding questions about restaurant openings or changes in

ownership.

Get a copy of your approved business license:

After review of your application, a paper copy will be mailed to you - which should be posted in your place of business.
«» |f your business has triggered additional city licensing or permit requirements, you may need to meet those
requirements before you open your business.

« |f you are out of compliance with certain zoning requirements, your business may need to be relocated elsewhere in
order fo open.



Obtain Paper Copy of License:

GET APPROVAL OF YOUR APPLICATION
‘ Obtain Paper Copy of License

THE CITY OF ASPEN

Onee your license has been processed and approved, it will be automatically generated and mailed to your provided
mailing address.

Due to a large volume of license applications and renewals, we cannot provide the option of in-person pick up or delivery
for business licenses.

Once you receive your license, you are required to post it in your place of business.

Obtain Tax Forms, If Applicable:

GET APPROVAL OF YOUR APPLICATION
‘ Obtain Tax Forms, if Applicable

THE CITY OF ASFEN

Collecting & Remitting Taxes:

As you start your business, you will most likely have to collect sales tax. Your sales tax information is taken from your
business license application, so you don't have to fill out two forms.

Things to Know:

« Sellers of merchandise are NEVER exempt from COLLECTIMNG sales tax. Only buyers of merchandise that are able
to prove they are exempt are not required to pay sales taxes.

» Non-profit organizations are required to collect sales tax from purchasers unless they are able to prove they are tax
exempt.

« Sales tax applies to the sale of all retail merchandise and lodging stays of less than 30 days within Aspen’s City
limits. Services are not subject to sales taxes.

« Shipments of merchandise via commeon carriers (such as UPS or the post office) to locations outside of the City
limits are exempt from the City's 2.4% sales tax.

Complete your Sales Tax Form:

The City tax retumn form is semething that you will need to be very familiar with. Retums must be filed with the City of
Aspen or postmarked, on or before the 20th day of the month following the close of the reporting pericd.

Specific instructions, deadlines, and guidelines for collecting and remitting sales tax can be found on our Sales & Lodging
Tax Return Instructions page.




Step 3: Obtain Other Permits/Licenses (If Required)
Obtain a Sign Permit:

OBTAIN OTHER PERMITS/LICENSES

‘ Obtain a Sign Pemit

THE CITY OF ASPEN

Do You Need a Sign Permit?

All signs erected within the City of Aspen are regulated by the Sign Code rules of the City. You can get a Synopsis of the
Rules here.

If you have determined that you will need a permit for your sign after reviewing these rules you can start your
application by following the link below:

Sign Permit Application

Sandwich Board Signs:
To display any sign on the public right of way, you need to obtain a license from the City of Aspen. Please review our
Quick Synopsis of the Rules before submitting your application.

You can obtain a license for a sandwich board sign by submitting the following form:

Sandwich Board Sign License Application

Additional Information:

If you have additional questions about obtaining these permits, please contact us at the following contact
information:

Send your question to plannercftheday@amail.com. (include the address of the property related to the question in subject
line.) Call the Planner of the Day at 970-429-2764

Obtain a Permit to Build or Remodel:

OBTAIN OTHER PERMITS/LICENSES
‘ Obtain Permit to Build or Remodel

TaEe CITy OF ASPEN

Do you need a permit to build or remodel?

Depending on the size and scope of your project, you will be subject to different restrictions, and you will need different
approvals before your begin.

You will find information about the approval process for your project on our Build or Remodel Navigator Page.




Obtain a Food Service License:

RESTAURANTS

‘ Additional Things to Know:

THE CITY OF ASPEN

Obtaining a Food Service License:

If your business intends to serve food to the public, you will need to obtain a Colorade Retail Food license from the
Environmental Health Department. The Environmental Health Department’s purpose is to ensure the safety of retail food
establishments through plan reviews, inspections, and trainings based on the Colorado Retail Food Regulations.

Preliminary Meeting:

Applicants for a Food Service License are required to contact the Environmental Health department for approval to operate
a retail food establishment.
Environmental Health Specialist
(970) 920-5075
Rachel burmeister@citvofaspen.com
City Hall; Znd Floor
130 5. Galena St.
Aspen, CO 81611
Monday — Friday 8:00am-5:00pm

Approval Requirements:

If you are interested in cpening a restaurant or any kind of food service operation in the City of Aspen, the following will
be required:

+ Food Establishment Plan Review Application (must be filled out completely)

« Kitchen Plans (drawn floor plans to scale) & Equipment Specification Sheets

s Froposed Menu

+ Fees

Cost and Fees:
There are two fees associated with operating a retail food establishment:

« Review and Pre-Opening Inspection Fee, up to a maximum of $680
« Annual Retail Food Service License Fee, set by the state and dependent on the type of establishment



Liquor Licensing:

The City Clerk’s office processes all types of liquer license transactions. Some applications can be approved by City staff,
but transfer of ownership and new licenses are ultimately approved by the Liquor License Authority.

You will want to visit our Liquor License page fo leam more on how to obtain your liquor license.

Collecting Sales Tax on Tips and Gratuities:

The City of Aspen recognizes the State of Colorado’s requirements on the sales taxability of tips and gratuities. Sales tax
must be paid on tips and gratuities that are included in the cost of food served by restaurants, banquet facilities, hotels
and caterers, or in the cost of services provided.

Tips and gratuities are subject to tax when one or more of the following apply:

« They are not separately stated, or

« they are collected by the employer and distributed as wages, or

« any portion is retained by the business, or

« the business uses them to compensate other persons and not the service providers, or

« If, for a large group, the tip gratuity or "service charge” is included in the charge. (If, on a sales receipt, there is a line
for service charges specifying a certain percentage, it is considered a mandatory tip, and tax must be collected on
those charges. If, on your menu, you specify that a mandatory tip will be added on for large parties, tax must be
collected on those service charges. )

Tips and gratuities are not taxable when they are left on the table or location where the service took place or when
they are added to the charge receipt by the customer after the price and tax are calculated.

Obtain a Contractor’s License:

OBTAIN OTHER PERMITS/LICENSES

‘ Obtain Contractor's License

Tue CiTy oF ASPEN

The purpose of a contractor's license is to provide an opportunity to contract for the construction, alteration, or repair of
any structure and any type of construction and occupancy group as permitted by the Intemational Building Code. The
contractor's license is industry specific and if you hold this license it does not excuse you from also needing a business
license.

Obtain your Contractor’'s License:
Contractor Licenses issued by the City of Aspen Building Department are valid jointly in Aspen and Pitkin County.

You can find all of the informatien you to obtain your contractor's license(s) on our
Contractor Licensing EX Guide page.




Step 4: Manage On-Going Taxes

Collect and Remit Sales Tax:

MANAGE ON-GOING TAXES

‘ Collect and Remit Sales Tax

THE CITY OF ASPEN

Collect & Remit Your Businesses’ Sales Tax:

« Atax retumn must be filed every menth from your business even if ne tax is due.
« You can find specific information about City taxes within The City of Aspen's Municipal Code: Title 23: Taxation.

Local Tax Rate Breakdown:

The City has authorized sales tax rates totaling 2.4%. The City of Aspen has also authorized a Lodging Tax totaling
2.0%. The City's 2 4% sales tax and 2.0% lodging tax are remitted directly to the City of Aspen. The remaining 6.9%
sales taxes (State, District and County) are remitted directly to the State of Colorado.

Retail Sales in Aspen %o Lodging in Aspen Y
City of Aspen 2.4 City of Aspen 2.4
State of Colorado 29 Lodging Tax-Aspen 20
Reoaring Fork Transit Tax 4 State of Colorado 29
Pitkin County Tax 36 Rearing Fork Transit Tax 4
Pitkin County Tax 36
TOTAL RETAIL TAX 9.3 TOTAL LODGING TAX 11.3

Determine Your Tax Rate:
Colerade Sales Tax Rate Locater is a useful tool for businesses to calculate the tax rates for your specific location. [t will
also provide information for tax rates outside of the City.

Specific instructions, deadlines, and guidelines for collecting and remitting sales tax can be found on our Sales & Lodging
Tax Return Instructions

Flease visit our Collect and Remit Citv Taxes page for all of the forms and online applications you will need to submit your
tax return forms to the City of Aspen.

Excess Tax Collected:

Excess tax is accounted for on line & of the sales tax retumn. Mo retailer may retain any tax collected in excess of the tax
computed, and should report the excess collections on the retumn for the period in which it was collected and include it in
the calculation of tax due.

Additional Information:

For additional information regarding sales tax, please contact the Finance Departrment at 970-920-5043, or e-mail
AspenSalesTaxf@cityofaspen.com

If there are any questions conceming the State of Colorado sales tax, please contact the Grand Junction office of the
Colorado Departrment of Revenue (970-2438-7140).



Collect and Remit Lodging Tax:

MANAGE ON-GOING TAXES
‘ Collect and Remit Lodging Tax

TuE CrTy oF ASPEN

What Is Lodging Tax?

Lodging taxes are reported on your sales tax retumn. The tax is imposed on the leasing or renting of rooms or other
accommodations in commercial lodging establishments. The person who is renting the accommodations is required to pay
the tax and the person from whom the accommodations are rented is required to collect and remit the tax to the City. The
lodging tax is 2.0%.

How Often Do | Have to Submit Lodging Taxes?

s+ Ataxpayer whose monthly tax due to the City is less than $10 may file returns and pay sales and lodging tax monthly
or annually at the end of each calendar year.

+ Ataxpayer whose monthly tax due to the City is more than $10 must file returns and pay sales and lodging taxes
monthly and continue to file monthly for each month of the remainder of the calendar year.

Submit Your Sales/Lodging Tax Form:

Every business is required to file a retum, whether or not tax is due, and remit any tax due to the City on or before the
20th day following the end of the reporting peried. You can find the Lodging Tax form here.

Additional Information:

For additional information regarding lodging tax, please contact the Finance Department at 970-920-5043, or e-
mail AspenSalesTax@cityofaspen.com




Prepare for a Tax Audit:

MANAGE ON-GOING TAXES

‘ Prepare for a Tax Audit

THE CITY OF ASFEN

All sales tax and use tax returns are subject to an audit.
Since 2009, the Finance Department has had a sales and use tax audit program. The audit peried includes all reporting
periods with due dates which fall within the 36 month period preceding the date of the notice of audit.

What Do | Need to Keep Records Of?
« Books of accounts
« Bills
« Heceipts
« Invoices
« Cash register tapes
« Supperting decuments for any claimed tax deductions

These all need to be recorded and maintained for a minimum of three years.

Audit Enforcement:
Once the auditor has finished examining your records, you will be given sufficient time to review the preliminary findings
and gather any additional information requested or necessary to complete the audit and respond to the findings. Once you
have gathered the required information, you may review the findings with the auditor and discuss any proposed
adjustments. Once this review is complete, the auditor will compute the total adjustments, if any, that need to be made to
the audited returns.

« If no amounts are owed, the auditor will netify you the audit has been closed.

« |f the audit discloses that additional tax is due, a Notice of Assessment will be issued listing the total deficiency,
plus penalty and interest. If you agree with the findings, the Motice of Assessment must be paid within 20 days.



Step 5: Renew Your Business License
Annual Renewal Process:

RENEW YOUR LICENSE

‘ Annual Renewal Process

TaEe CiTy OF ASPEN

Renew Your Business License:

Business Licenses issued by the City of Aspen are only valid through the calendar year. Also, the City does not prerate the
annual business license fee, regardless of when you start your business. The fee is based on a calendar year.

All businesses located in Aspen and/or conducting any business activities (including both retail activities and services only)
within the corporate limits of the City of Aspen are required to obtain a City of Aspen Business License for each calendar
year and to pay the appropriate annual Business Occupation Tax based on the average number of full time equivalent
employees.

Business License Annual Renewal Process:

For your convenience, there are several ways for you to renew your annual business license.

Renew Online:

» For speed and convenience, we recommend you renew your business license online.
« Renewing cnline for the first time will require you to register you business with a user |D. Den't worry, it only takes a
few minutes.

Submit the Renewal Form:

Business Renewal forms are sent to your business address around the month of December. The renewal needs to be
completed before the end of the calendar year, and it can be submitted in person or by mail to:

By Mail:
City of Aspen Sales Tax, PO Box 912510, Denver, CO 80291-2510

In Person:
City of Aspen, Finance Department, 130 South Galena Street, Aspen, CO 81611

For additional infermaticn, please contact the Finance Department at 970-520-5043, or e-mail
AspensalesTax@cityofaspen.com




Pay Annual Business License Fee:

RENEW YOUR LICENSE
‘ Pay Annual Business License Fee

THE CITY OF ASFEN

Business Licenses issued by the City of Aspen are only valid through the calendar year. Also, the City does not
prorate the annual business license fee, regardless of when you start your business. The fee is based on a calendar
year.

Payment for your annual renewal should be submitted with your renewal form, and the total is calculated by the total
number of FTE within your business.

The breakdown of the fee you can expect to pay is as follows:

0 - 5 Employees 2150
& - 15 Employees 5200
16 - 45 Employees 2400
50 or more Employees 37o0
Liguor license hokders® 0

Mot for profit*™ 50



